/Placer“ ACORN e-Performance

Supervisor Transfers an Evaluation

Navigation: Main Menu>Manager Self Service>Performance Management>Performance
Documents>Adminisirative Tasks>Transfer Document

Instructions ACORN Page

PURPOSE: Supervisors can transfer an evaluation they currently own that are not completed or cancelled
to another Supervisor. When an evaluation is transferred, the receiving Supervisor is notified via e-mail.
Department Admin Users can also transfer evaluations. Once the evaluation has been fransferred the
original Supervisor no longer has access to that evaluation.

1. Navigate to Main Menu>Manager S i el T TR M v——m—"|
Self Service>Performance ¥
Management>Performance Transfer Document
Documents>Administrative oot can b ot e HEEKROIrhe Ty s e selct 2 G . Oy eurent
Tasks>Transfer Document. ACORN R, . “M et et
will return all Employees that 0 Engirceny o PHSTSOTRN  onneogms  oANS G40V AdmnTaimcan
currently report to the Supervisor, O EmoeeLynete B Clsloinooes  OWI0E DI Adninceen
that are due an evaluation. Click Demoeindte  GofaT  Eeobows g s Ancsisno
the checkbox next to the o EemTe GRS o pee
evaluation that will be transferred
to the new Supervisor. Click the
“Continue” button. More than one
evaluation may be transferred if
going to the same Supervisor.

2. Confirm the appropriate evaluation | rese e
has been selected. Click the Cnon"rmﬂyanﬂfr Py PITCTY - Ry oy s
“Select a Manager” to identify the FrEs R

ivi i pace Farorrance Evaluation n Progress 09282015 030282016 PersonnelAnalyst
receiving Supervisor.

You have chosen to fransfer the document indicated to another manager.
Select the receiving manager by using the "Select a Manager” hyperlink, then select the Save button to complete the transfer.

New Manager 1D:

Select a Manager

GE2 Return to Previous Page

3. Enter the new Supervisor's “Last Person Search
NOme” C“Ck .I.he “SeOrCh" bUTTOh Search Criteria and Results

Instructions

Search Criteria
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Last Name [supervisor ]
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First Name

ACName
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4. Select the desired Supervisor’s
name. Click the "OK" button.

Person Search
Search Criteria and Results
Instructions
Search Criteria
Name
Last Name |SUPERVISOR
Second Last Name
First Name
ACName

Search

Search Results
uoemsor Ann M

(O Supervisor Kelly R
O Supervisor,Manique E

(O Supervisor,Susan J

2929

(O Supervisor,Suzanne M
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5. Confirm the Transfer information is
correct. Click the “Save” button.

Transfer Document
Confirm Transfer

Documents you own Personalize | Fmd\@ B fist @ 101 @ Last

Name: Document Type Document Status Period Begin Period End  Job Title

Placer Performance

Supervisor, Susan J Evaluation

Evaluation in Progress 0912312015 03/2872016  PersonnelAnalystil

“You have chosen to transfer the document indicated to another manager
Select the receiving manager by using the "Select a Manager” hyperiink, then select the Save button to complete the transfer.

New Manager ID: M
[Select 2 Marnaget

aie [Retumn fo Previous Page

Click the "OK" button. The new
Supervisor will receive an e-mail
notification of the evaluation.

6. A confirmation window will appear.

Transfer Document
Save Confirmation

g The Save was successful.

7. The evaluation has been
transferred and is no longer
available to the current Supervisor.
Click the "Continue” button.

Transfer Document

To transfer a pel lance document, select the checkbox for the Employee and then select the Continue push butten. Only current
documents can be transferred.

Documents you own Personaize | Find | E0] R Fist (4 13013 @ Last

Name Document Type Document Status Period Begin Period End  Job Title
acer P ,
[ Employee Amy D Placer Performance Evaluation in Progress 0400172015 040172016 AdminTechnician
Evaluation
Placer Performance P E
[ Employee,Lynette 5 Evaluation in Progress 0710172018 01/01/2017  AdminClerkSenior
Evaluation
[] Employee,Lynett Placer Performance Evaluation in Progress 0510312015 05/02/2016  AdminClerkSenior
mployee, Lynette Evaluation valuation in Progress 5/03/2015 5/02/2016  AdminClerkSenio
Select All Deselect All
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